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Standard Operating Procedure 
Staff Reimbursements 


Subject: Staff Reimbursement for Medical Shelter Sites 


. Introduction 


The purpose of this Standard Operating Procedure (SOP) is to provide guidance to 
Medical Shelter Site Management on how staff can be reimbursed for approved 
emergency purchases at Medical Shelter sites. The Medical Shelter sites 
reimbursements will be coordinated via Brilliant Corners. 


. Contacts 


The Sherman Hotel & The Vagabond Motel 
Annalisa Bejarano 

Brilliant Corners 

(213) 343-7735 
abejarano@brilliantcorners.org 


. Procedures 
e Approvals 
o Confirm with Site Director or Program Supervisors (Eric, Allan, Christina) 
for approval of requested item prior to arranging purchase or delivery of 
item. 
o Once approved, save the receipt of the item along with an email or teams 
approval record of item. 


. References 
- See reference for Brilliant Corners Reimbursement process. 
- SOP: 158 - Emergency Ordering 


